Web Work User’s Manual

Admin Module
System Administration — Security

The Admin Module is where system security and defaults are setup. This Chapter describes how to use the
Web Work, Admin module.
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1.1 Overview of the Admin Module

The Admin module is used to setup system defaults and user permissions. Users are added to the Labour
module, but must have their permissions set up in the Admin module.

Click on the ADMIN button m on the left hand side of the screen to access

the Admin module.

When you enter the Admin module, you will be in Group: Admin mode. A screen similar to the one pictured
below will open:

2N Wi b Wik Dv e Sysiem On Th Wl - Mo oot Iniesnet Explore

wew  Feewier  Todd  Help i o Bl - Frd
e b oo L ".-:
— |

ADMINIETRATIEN MopuLE -

o O A i ¥ MEEOURCEE o T oL

wam Vaa Yar

Yax Vea | Yam | Ve Ve T Var | Ve Fae
()} Cwll Cwnilw wWea | Wea hin | WO W Ha | WO i L] [ -] Ho | i i
Ved Wi Yed | Wi Yis Wi YN Vg EE YR Wk | YR
Ha Fa Fa Fa ] M Fa Fig
(I mS@Y ¥em! Ha Ko Ho |¥em Ha Ka Ka L] L ] .l

Click on the radio button
beside a group to review
a list of users in that
i Harry, B4 group.

Gaigenp: Aidmin Seecisl  Urossd sl

7] pearecore Arprae,

| CHEFLE Brpe, Charls

- oF < AT Click on a user's name to

— o —_ change the password for

0 = that user.

—l [risai= o Sl

— = s "1 click on the NEW button
to add a user to the
selected aroup.

The OPERATIONS @ @reraTicoMs RESOURCES @ RESOURCES TOOLS W@ T22L® and HELP
@ HELF drop down menus contain the various features available in the Procedures module.

The Group: Admin screen lists all Groups that have been set up and which modules the specified
@ group has access to (YES means they have access, NO means they do not have access). To
display a list of users assigned to a group click on the radio button beside the applicable group.
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2.1  Setting Up Web Work User Groups

The Web Work system security is setup by user group and by user as well. The user groups feature permits
you to set up user groups who have similar permissions for accessing the Web Work system. For example
the Purchasing Dept may only have access to the Purchasing module or the general population of your
organization may only have access to the Work Requests module.

2.1.1. Adding a New Group

To add a new group:

OPERATIONS
e Click on the ADMIN button on the left

hand side of the screen to access the Admin module. Delete Group

+ Click onthe @ B FEraTIoME menuy at the top of the Admin Set Auto Mumber ...
Screen to display the drop down menu and select New Group system Defaults Setup ...
from the drop down menu. system Security Sstup ...

A screen similar to the one pictured below will open:

B Hows Group - Wicrosoft Inter... [o 8)[%]

Newd rodp
Froup

Assign access pemissions
[ Wark Oirder

[J Work Request

[ P

[] Procedum

] Invmntarg
[0 Puchasing

[0 Receiving

CJ Repatts Click in the checkboxes beside the
O Administration modules this user group is to have
[0 Interface access to.

[ Hem Rlequesi ) .
Click on the SAVE button to save this

group or the CANCEL button to cancel

<4—— this action without saving.

» Enter a Name for the new group. For example: Purchasing, Office Staff etc.
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» Click on the check box (es) [ beside the modules this group will have access to.

* Click on the SAVE button E

&

i to save this new group.

After a group is setup, individual users must be added to the group. See adding users to a Group
below for more information on this feature.

2.1.2. Editing Group Access

e Click on the ADMIN button m on the left hand side of the screen to access

the Admin module.

.m Froc Loc Imwrertary m Repart= [face

(%) Admin Wes | Yes |Yes Yes | Yes Yes | Yes Yes  Wes| Yes Yes Yes | Wes | Ves
) Call Cente Wes| Yes | Mo | Mo | Moo (Mo MNo Mo Mo Mo Mo Mo Mo Mo
) DHRAdmIn Wes | Yes  Yes|Yes | Yes Yes | Yes Yes |Wes | Yes ez Yes | Yes | YWes
i) DHRREG Mo | Yes |Mo| Mo | Mo (Mo | Mo Mo Mo Mo Mo Mo Mo Mo

e Click on any of the Groups to open the Edit Groups screen.

e Check or uncheck the checkbox (es) [ beside the modules you wish to change access to.

» Click on the SAVE button E i to save this new group.

2.1.3. Deleting a Group

To delete a group:

e Click on the ADMIN button m on the left hand side of the screen to access

the Admin module.

«  Click on the RADIO button & beside the Group you wish to delete.

OPERATIONS
ey Group

« Click onthe @ 2@ sraTtioms hytton and select Delete
Group from the drop down menu.

A message box confirming this action will appear on the

screen. Click on the OK button to confirm this action or the
CANCEL button to stop this action.

Set Auta Mumber

Swatem Defaults Setup
Swyatem Security Setup
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Microsoft Internet Exploren El

\i:) Are wou sure you wank ko delete the group Dial Sub 17

[ 04 l [ Cancel

The users in the group you deleted still have labour records in the Web Work system. However, they
will not have access to the Web Work system until they are added to another group.

E@ One group MUST always have ADMIN privileges and a user assigned to it or it will not be possible
to add or change, users or groups.

* A message box confirming this action will appear on the screen. Click on the OK button to confirm
this action or the CANCEL button to stop this action.

Microsoft Internet Explorer P§|

\?/ Are you sure you wankt to delete the group Dial Sub 17

[ Ok l [ Cancel

The users in the group you deleted still have labour records in the Web Work system. However, they
will not have access to the Web Work system until they are added to another group.

E@ One group MUST always have ADMIN privileges and a user assigned to it or it will not be possible
to add or change, users or groups.

2.1.4. Adding User’'s to Groups

After a group is created, individuals who share similar permissions should be added to the group.

To add a new user to a group:

e Click on the ADMIN button m on the left hand side of the screen to access

the Admin module.

«  Click on the RADIO button & beside the Group you wish to add an employee to. A table listing all
users in this group will be displayed below the Groups table.

e Click on the NEW button L NEw J at the bottom of the page to open the New User Window.

Admin
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The New User screen will open as pictured below:

2 New User - Microsoft Internet Explorer

Create New User in Group Admin

ser 10 || | “ﬂ}

Pazsword: | |

Enter the user’s id or click on the QUERY button 'ﬂ to select a user from the Web Work database.

Create a temporary password for the user. This password can be changed by the user in the Work
Requests or Work Orders module.

Click on the SAVE button E 4 to save this user to the group you have selected.

This employee will now have access to the modules selected when this group was setup. Access to
the features in each of the modules must be setup using Web Work’s System Security feature.

Each user can only belong to one group. If a user requires different rights than other members

E@ of their group they must be assigned to a different group or assigned to a new group, which you

create.

2.1.5. Changing the Group a User Is In

To change a user to a different group:

Click on the ADMIN button m on the left hand side of the screen to access

the Admin module.

Click on the RADIO button & beside the Group the employee is part of.

Click in the checkbox [ beside the user you wish to move to a new group.

Click on the MODIFY button | MODIFY

Admin
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The Change Group screen will open as pictured below:

2 Change Group - Mi... |Z||E|[z|

Current Group: Dial Sub 1

Click on the down
arrow to choose the
group you wish to
move the selected user
to.

Change to: v

2.1.6. Deleting User's From a Group

To delete a user from a group:

e Click on the ADMIN button m on the left hand side of the screen to access

the Admin module.

«  Click on the RADIO button & beside the Group the employee is part of.

»  Click in the checkbox [ beside the user you wish to delete from the group.

«  Click on the DELETE button DELETE] at the bottom of the screen. A message box confirming
you want to delete this user from the group will be displayed.

Microsoft Internet Explorer,

\:!/ Are wou sure wou wank ko remove these users From group Dial Sub 17

(04 l [ Zancel

» Click on the OK button to continue or the CANCEL button to stop the action.

Admin
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Deleting a user from a group removes them from the group they are assigned to and prohibits
E@ them from entering the Web Work system until they are assigned to a new group. Their labour
record remains intact. To delete their labour record see the Labour module section of this

manual.

3.1 System Security

Once a user is added to a group, permissions within that group need to be set up. Use Web Work’s System
Security feature to assign user’s specific permissions within the modules they have access to.

Module access is setup by group as explained earlier on in this manual. See Admin — Setting up
Web Work User Groups for more information.

3.1.1. Setting Up User Permissions

To Set Up User Permissions:

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

« Click onthe @ 2FEraTIo NS menu at the top of the Admin Screen to display the drop down

menu.
OPERATIOMNS

. My Graup .
* Select System Security Setup from the drop down menu. Delete Group

Set Auto Mumber ...
System Defaults Setup ...

yatem Security Setup L

The System Security Screen will open as pictured below:

=

3 User Security Setup - Microsoft Internet Explorer

Uzer D | | @

Duplicate From | |ﬂm
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» Enter a User ID into the applicable field or click on the QUERY button @ to select a user from the
Web Work database.

E@ User permission settings can be duplicated from a user that has the same permissions as the one
you are setting up. See Duplicating User Permissions for more information on this feature.

Y
e Click on the EDIT button to display the current permissions for this user.

The User Security Setup screen will open. By default all users have NO permissions setup.

The screen capture below shows the default settings for a new user to the system. NOTE: The user
group this employee is part of has been given access to all modules.

3 User Security Selup - Microsolt lnbernel Explorer

User RTAELIS =

Dnapiic s Friom = hﬁ

User Growp : MANAGERIENT

| e e e
Equiprmeznd Mo Mo Mo - = = -

Click on a module
name to change

the permissions in L stxcus
that module. \Lﬁﬂlbﬂ

5
¥ &5 EEEFEEEFE
g
E 1
£

5| 5 EEEEEEEEF
E&EEEEETEEEFS
g
g
B
&

F
¥l
5

ok order

LLOSE

* Click on the name of the Module that you wish to edit the permissions for.

User permissions are being changed only for this user NOT for all users in the Group. To setup
E@ all users in the same group with the same permissions use Web Work’s Duplicate From feature as
explained further on in this manual.
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When you click on a module name the User Security Setup screen (for the selected employee) for
that module will open. In the screen pictured below the Work Order module was selected.

N User Sacurity Setup - Mloresoft nternet Explorer

Ly Iy AR ARG (-}
bupicsls From = ﬁ

MiosHisle | Workornider

Assign oparaton rights

Al Mlew O
Eddil 1
Deleia 1
Camplabs O
Edil Closed O
Apprawval Ampun] O

Set the permissions for this module by clicking on the applicable check box (es) [ . Entera
number into the Approval Amount field.

Click on the SAVE button [ | 0 save these permissions and return to the main User

Security Setup screen.
You will note any changes you made will be updated in the table shown on this screen.

Click on another module name to continue updating permissions or on the CLOSE button

i to close the User Security Setup screen.

3.1.2. Editing User Permissions

To edit User Permissions:

Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

Admin
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3.1.3.

Click on the @ 2 EraTioME menu at the top of the Admin Screen to display the drop down

menu.
OPERATIONS
. Mewy Graugp ..
Select System Security Setup from the drop down menu. Delete Group
Enter a User ID into the applicable field or click on the Set Auto Mumber .
QUERY button ™ to select a user from the Web Work system Defaults Setup .
database. System Security Setup ...

Click on the EDIT button EJ to display the current permissions for this user.
Click on the name of the Module that you wish to edit the permissions for.

Update the permissions as required.

Click on the SAVE button |*-- Bt to save these permissions and return to the main User
Security Setup screen.

You will note any changes you made will be updated in the table shown on this screen.

Duplicating User Permissions

The Web Work Duplicate User Rather than having to re-enter the user permission details for employees who
will have exactly the same permissions

To edit User Permissions:

Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

Click on the @ 2 FEmaTioME menu at the top of the Admin Screen to display the drop down

menu.
OPERATIONS
. My Graup .
Select System Security Setup from the drop down menu. Delete Group
Enter a User ID into the applicable field or click on the et Auto Mumber .
QUERY button ™} to select a user from the Web Work system Defautts Setup ...
database. —ystem Security Setup ..

Click on the EDIT button LJ‘? A message window will open confirming you wish to copy the
permissions from one User ID to the other. Click on the OK button to confirm this action or the
CANCEL button to cancel the action.

Admin
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The User System Security Setup screen will now display the updated permissions for the user you
selected.

«  Web Work database.

UF NOTE: Permissions will only be duplicated for modules the users have access to. If one user has
access to modules that the other does not, permissions will not be duplicated for those modules.

4.1 Changing a User’s Password
A user’s password can be change in the Work Requests, Work Orders or Admin module.

To change a password in the Admin module:

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

«  Click on the RADIO button & beside the Group the employee is part of.

» Click on the applicable user’s ID or name to open the Change Password screen as pictured below.

3 Change Password - Microse. .. "._"ElE

Change Passwarnd

Umsr 1D EHELSON

P s

s Inihe HEW paersord for the ussr shoem s
eligk o “SAVE™ Lt Sal & navw paaEveord. Click

"CARHCEL" 80 @il wdbrozid upedaling.

» Enter a new password for the User ID shown.

* Click on the SAVE button 4

* Click on the CANCEL button i
the password.

Admin
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5.1 Setting Up Web Work System Defaults

The system defaults feature permits you to setup defaults for how Web Work operates according to your
specifications.

5.1.1. Accessing the System Defaults Feature

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

« Click onthe @ 2 =EmaTiorMs meny at the top of the Admin Screen to display the drop down

menu. OPERATIONS
Meny Graup L
» Select System Defaults Setup from the drop down Delete Group
menu.

Set Auto Mumber

~ystem Defaults Setup ...
System Security Setup .. \b

e The System Default screen will open.

default, and then close the system default window and log off and then log back into the program to
refresh the system.

[@ Whenever you change a system default, you must click on the UPDATE button to update the

5.1.2. Setting Work Requests System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Work Request module.

Work Request
Showy Location on Request VES W l_J‘?
Showy Remarks on Reqguest VES W lj
Wigw Cthers Reguests MO W I_Jﬁ?
[
Show Location on Request
This option has 3 choices: Yes, No and Force.
YES: If set to YES — the location field is defaulted to the location entered on the requester’s labour
record but can be changed.
NO: If set to NO — the location can be queried and changed as required.
FORCE: If set to FORCE - the location field is defaulted to the location entered on the requester’'s

labour record and cannot be changed.

Admin
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Show Remarks on Request

This option has 2 choices: Yes or No.

YES: Closing remarks can be viewed by the requester
NO: Closing remarks cannot be viewed by the requester.
View Other’s Requests

This option has 2 choices: Yes or No.

YES: Requesters can view other’s requests
NO: Requesters cannot view other’s requests

5.1.3. Setting Work Orders System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Work Orders module.

Work Order
Default WO Priority 5 5
Default WO Type =y iz}

=g svto-Mumber On Mesy Wiork || wvES
Crder Record

U=ze Completion/Remarks Codes || vES w

Include Tax when iszuing YES W
Invertory to Work Orders

Ize GL anWiork Order for YES W
Fesource Expenzes

=g employes on work arder far || vES s
labour resources

&dditional Material Cost onWork ||

%
Crder (Percent))
Additional Labour Cost ontWork || %,
Order [Percent)
Ao Approve Work Orders MO W

(N S S N (Y (N () (Y

Default WO Priority

The default priority for work orders can be set using this feature. Any of the priorities contained in the Web
Work database can be chosen. Click on the QUERY button 'ﬂ to display this list.

Admin
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Default WO Type

The default work order type can be set using this feature. Any of the WO types contained in the Web Work
database can be chosen. Click on the QUERY button @ to display this list

Use Auto-Number on New Work Order Record

This option has 2 choices: Yes or No.

YES: If yes is selected auto-numbering will be used whenever you click on the new button to create a new
record.

NO: If no is selected you will have to manually enter a new record number after clicking on the new
button to create a new record.

Use Completion Remarks Codes

This option has 2 choices: Yes or No.

YES: |If yesis selected, Completion Remarks Codes will be available for closing work orders.
NO: If no is selected, Completion Remarks Codes will not be available for closing work orders.

Include Tax when issuing Inventory to Work Orders

This option has 2 choices: Yes or No.

YES: Tax will be included when inventory items are added to work orders.
NO: Tax will not be included when inventory items are added to work orders.

Use GL on Work Order for Resource Expenses

This option has 2 choices: Yes or No.

YES: |If yes is selected, the GL account on the work order will be used when applying materials to a work
order.

NO: If no is selected, you will manually have to enter an account number should you choose to use one.

Use Employee on Work Order for Labour Resources

This option has 2 choices: Yes or No.

YES: |If yes is selected, the employee record will be used when applying labour to a work order.
NO: If no is selected, you will manually have to enter an employee when adding labour resources.

Additional Material Cost on Work Order

Enter the percentage rate for any additional material costs on a work order.

Additional Labour Cost on Work Order

Enter the percentage rate for any additional labour costs on a work order.

Admin
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Auto Approve Work Orders

This option has 2 choices: Yes or No.

YES: If yes is selected, all new work orders will be automatically approved as created.
NO: If no is selected, new work orders must be approved in the work order module.

5.1.4. Setting PMs System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work PMs module.

PM
Preapprove Phis VES W

Uze Auto-Rumber On Mewy Phd
Record

fs [

Preapprove PMs

This option has 2 choices: Yes or No.

YES: |If yes is chosen all PMs work orders when they are generated will have a status of approved.

NO: If no is chosen when PM work orders when they are generated will need to be approved in the Work
Orders module.

Use Auto-Number on New PM Record

This option has 2 choices: Yes or No.

YES: If yes is selected auto-numbering will be used whenever you click on the new button to create a new
record.

NO: If no is selected you will have to manually enter a new record number after clicking on the new
button to create a new record.

5.1.5. Setting Procedures System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Procedures module.

Procedure
Uze Auto-Mumber On Mew i?
Procedure Record lL—J

Admin
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Use Auto-Number on New Procedure

This option has 2 choices: Yes or No.

YES: If yes is selected auto-numbering will be used whenever you click on the new button to create a new
record.

NO: If no is selected you will have to manually enter a new record number after clicking on the new
button to create a new record.

5.1.6. Setting Equipment System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Equipment module.

Equipment
Uze Auto-Muimber On Mew m w ﬁ?
Equipment Record lL—J

Use Auto-Number on New Equipment Record

This option has 2 choices: Yes or No.

YES: If yes is selected auto-numbering will be used whenever you click on the new button to create a new
record.

NO: If no is selected you will have to manually enter a new record number after clicking on the new
button to create a new record.

5.1.7. Setting Inventory Issue/Purchase System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Inventory
Issue/Purchasing module.

Inventory Issue/Purchase

Invertary lzsue Price Average Price | w lﬁ
Imventory Purchase Price ouoted Price lﬁ
Invertory Rearder Method ECn w lﬁ
lzzue Reserved tems Only YES W l_J‘?
Default Storeroom hsin @ l_J‘?
Uze Auto-Mumber On Mewe PO YES |w lﬁ

Fecord
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Inventory Issue Price

This option has 3 choices: Average Price, Last Price or Quoted Price.

Average: If this option is chosen, the inventory issue price will be set at the Average price.
Last: If this option is chosen, the inventory issue price will be set at the Last price.
Quoted: If this option is chosen, the inventory issue price will be set at the Quoted price.

Inventory Purchase Price

This option has 2 choices: Average Price and Last Price.

Average: If this option is chosen, the inventory purchase price will be set at the Average price.
Last: If this option is chosen, the inventory purchase price will be set at the Last price.

Inventory Reorder Method

This option has 2 choices: EOQ or Min/Max.

EOQ: If this option is chosen, inventory will be reordered based on Economic Order Quantity.
MIN/MAX: If this option is chosen, inventory will be reordered based on Min/Max stock levels.

Issue Reserved Items Only

This option has 2 choices: Yes or No.

YES: If this option is chosen, you cannot issue unreserved items from the Inventory Module.
NO: If this option is chosen, you can issue items of any quantity (if available) to a work order.

Default Storeroom

Enter the default storeroom — click on the QUERY button @' to choose a storeroom from the list contained in
the Web Work database.

Use Auto-Number on New PO Record

This option has 2 choices: Yes or No.

YES: If yes is selected auto-numbering will be used whenever you click on the new button to create a new
PO record.
NO: If no is selected you will have to manually enter a new record number after clicking on the new PO

button to create a new record.

5.1.8. Setting Labour System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Labour module.

Labour
Uze data division on lakaur YES W lL_J‘?
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Use Data Division on Labour

This option has 2 choices: Yes or No.

YES: If yesis selected only employees in your own data division can be seen.
NO: If no is selected all employees can be seen by all data divisions.

5.1.9. Setting System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Labour module.

System

Tax 1 Rate 1 a,
Tax 2 Rate 0 a,
Decimal Place on Labour Cost o

Decimal Place on Material Cost o

Report Writer (o] VIR
DeptiDivizion Separator O W

After Saving Record Edit Mode
Email Setwer

mail teroconsulting.com

Link Document URL

[ [ o fs s s [ % [

Tax 1 Rate
Setup the tax rate for tax1.
Tax 2 Rate
Setup the tax rate for tax2.

Decimal Place on Labour Cost

Setup the number of decimal places on labour costs.

Decimal Place on Material Cost

Setup the number of decimal places on material costs.
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Report Writer

This option has 2 choices: On or Off.

ON: Select this option to have the Report Writer turned on.
OFF: Select this option to turn the Report Writer off.

Data Division Separator

This option has 2 choices: On or Off.

ON: Select this option to turn on Data Division separators.
OFF: Select this option to turn off Data Division separators.

After Saving Record

This option has two choices Edit or New.

EDIT: Select this option to proceed to the Edit screen after saving a record.
NEW: Select this option to proceed to a New record after saving the one that is open.

Email Server
Enter the address of the email server to use.

Link Document URL

Enter the URL for Linked Documents

Whenever you change a system default, you must click on the UPDATE button to update the
[@ default, and then close the system default window and log off and then log back into the program
to refresh the system.

6.1  Setting Auto Numbers

With Web Work you can setup the numbering for your Work Orders, PMs, POs, Procedures, Equipment and
Item Requests so that the number follows a specific format.

To set Auto-Numbers:

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module. ™
OPERATIONS
Meswy Group L.
Delete Group

« Click onthe @ 2FErATIG NS menu at the top of the Admin
Screen to display the drop down menu.

Set Auto Mumber ...
» Select Auto Number from the drop down menu. System Defaults Setup ‘h

Svatemn Security Setup
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The Set Auto-Number screen will open as pictured below.

A Tero’s Webwork - Micro... EE”X|

Set Auto-Humber

fodule | bt |

Auto Mumber |III |

Lead feroes |III |

Prefix | |

«  Click on the down arrow ¥ to select the Module you wish to set up auto numbering for.

If Auto Numbering has already been setup for the module you select, the applicable fields will be
@ populated accordingly when you select that module.

» Select the Auto Number. This is the number of the next item in the module you have selected. For
example if you choose the Work Orders module, this would be the next number work order number.

« Enter the number of Lead Zeros you want to have. For example if you choose 77 as your next work
order auto number and you select 4 as the number of lead zeros, the next work order number will be
000077.

» Enter a prefix if applicable. For example if you choose your organizations intitals RT as the prefix for
work orders and have already set up the auto number to be 77 and the lead zeros to be 4, the next
work order will be numbered RT0O00077.

= -
» Click on the SAVE button to save the auto-numbering.

*  Click on the CLOSE button [#=t=
auto-numbering.

5 to exit the auto-numbering screen without updating the

Admin
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7.1  Work Order Status Codes

Web Work status codes are setup in the Admin module. The system has five status codes: WTAPPR
(Waiting Approval), APPR (Approved), COMP (Complete), CLOSE (Closed) and CANC (Cancelled).

Users/Administrators can add their own Status codes as sub-codes of these four main Work Order Status
codes.

7.1.1. Adding New Work Order Status Codes

To create Work Order Status Sub-Codes:

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module. RESOURCES
Mork Oroder Status Codes
« Click onthe @ RES©uUrREES meny at the top of the Admin Set Up Glitcot Codes
Screen to display the drop down menu. Set Up Fault Codes

Administer Divisions

» Select Work Order Status Codes from the drop down menu.

e The work order status codes screen will open. A list of all work order status codes will be displayed
in a table along with their category and description.

» To add a work order status code click on the NEW button L NEW . The New Workorder Status
screen will open as pictured below:

B How Warkorder Sisius - Wicrassdi Inieme Engpebicerier

Pzt Whadkoidar Sanis

(e L aal «

P ik e ]l

[ rigicn ]
T

W

» Click on the down arrow " to select the Category.

Admin
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Enter the new status code.

Enter a description for the new status code.

Click on the SAVE button 4 | to save the status code.

|“ e _
Click on the CANCEL button -E canlHE to exit the New Workorder status screen without
updating the work order status.

7.1.2. Editing Work Order Status Codes

To create Work Order Status codes:

Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

RESOURCES

Mark Qrder Status Codes
Click on the @ RES@uUREES meny at the top of the Admin Set Up Glitcot Codes
Screen to display the drop down menu. Set Up Fault Codes

Adminizter Divisions

Select Work Order Status Codes from the drop down menu.

The work order status codes screen will open. A list of all work order status codes will be displayed
in a table along with their category and description.

To edit a status code click on the applicable category, code or description. The Edit Workorder
Status screen will open as pictured below:

B [t Worknrder Status - Bicrosodt Internet Explorer

Eidit Workarder Statis

ey L=
a0y G PR i
Lirieriphen :""\.'lFI'I'I'\.'.I':H o]
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» Update the status code and description as required.

Click on the SAVE button BEEEAS 16 save the updated status code. Click on the CANCEL

2l to close the edit work order status screen without updating the status code.

button [t

7.1.3. Deleting Work Order Status Codes

To delete a Work Order Status code:

* Click on the ADMIN button m on the left hand side of the screen to access the

Admin module. RESOURCES
Mork Order Status Codes
« Click onthe @ RESOUREES meny at the top of the Admin Set Up GLicot Codes
Screen to display the drop down menu. Set Up Fault Codes

Adminizter Divizions

» Select Work Order Status Codes from the drop down menu.

e The work order status codes screen will open. A list of all work order status codes will be displayed
in a table along with their category and description.

» To edit a status code click on the applicable category, code or description. The Edit Workorder
Status screen will open.

s==% t0 delete the selected work order status code.

* Click on the DELETE button St

8.1 GL/Acct Codes

The set up GL/Acct Codes feature permits general ledger accounts to be set up to be used on Work Orders,
PMs, Equipment, Locations etc.

8.1.1. Adding GL/Account Codes

To add new GL/Account codes:

e Click on the ADMIN button on the left Witk Order Status Codes

hand side of the screen to access the Admin module. Set Up GLIACot Codes
Set Up Fault Codes ~h
« Click onthe @ RESOUREES meny at the top of the Admin Administer Divisions

Screen to display the drop down menu.
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» Select Set Up GL/Acct Codes from the drop down menu to open the Account Selection screen as
shown below:

‘2 hecount Selection - Microsoft Internet Explorer |: E'E'

Select an Account

Code | |E
|

De=scription |

o
e Click on the FILTER button M to show a list of the accounts currently in the Web Work database.

Hew Account

Acount | |

De=cription | |

Diwision | | @

» Enter the account code.
» Enter a description for the code.

« Enter the applicable division.

8.1.2. Editing GL/Account Codes

To edit GL/Acct codes:

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.
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Click on the @ RESBOUREES meny at the top of the Admin Screen to display the drop down menu.

282
Click on the FILTER button ﬂ to show a list of the accounts currently in the Web Work database.
Click on the Account Code or Description to open the account in edit mode.

Update the information as required.

Click on the SAVE button _SAVE IR updated account information or on the CANCEL
| CANCEL

button to close the Edit Account screen without updating.

8.1.3. Deleting GL/Account Codes

To delete GL/Acct codes:

9.1

Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

Click on the @ RES@uUREES meny at the top of the Admin Screen to display the drop down menu.

%
Click on the FILTER button ﬂ to show a list of the accounts currently in the Web Work database.

Click on the RADIO button & beside the account code you wish to edit.

Click on the EDIT button

Click on the DELETE button =SB {0 delete the applicable account code. The edit account
code screen will close and return you to the Account Selection screen.

Fault Codes

Fault codes can be setup in Web Work and added when completing a work order to indicate the applicable
fault code that applies to the work order.

9.1.1. Adding Fault Codes

To add fault codes:

Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

Click on the @ RES@uREES meny at the top of the Admin Screen to display the drop down menu.
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RESOURCES
Select Set Up Fault Codes from the drop down menu. Work Order Status Codes
Set Up GLAACct Codes

Administer Divisions .h

The Fault Code Selection screen will open.

Click on the on the NEW button %

2 Hew Fault Code - Microsoft Internet Explarer r-_l'Elrﬂ

Mew Fault Code

Fsall Coad PRl
D iiplon ]
Foreni Code ﬂ
Liresd W
| Save |

Enter a fault code.

Enter a description for the fault code.

Enter a parent code if applicable or click on the QUERY button @ to select a parent code from the
Web Work database.

Click on the down arrow ™ beside the Level field to select a level.

Click on the SAVE button | l to save the fault code or on the CANCEL button

LEANCELY to close the New Fault Code screen without updating.

9.1.2. Editing Fault Codes

To edit fault codes:

Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.
Click on the @ RESBOUREES meny at the top of the Admin Screen to display the drop down menu.
Select Set Up Fault Codes from the drop down menu.

The Fault Code Selection screen will open.
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«  Click on the RADIO button & beside the fault code you wish to edit.

* Click on the on the EDIT button

» Update the information as required.

9.1.3. Deleting Fault Codes

To delete a fault code:

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.
« Click onthe @ RESOuUREES menu at the top of the Admin Screen to display the drop down menu.
» Select Set Up Fault Codes from the drop down menu.

The Fault Code Selection screen will open.

«  Click on the RADIO button & beside the fault code you wish to delete.

» Click on the on the EDIT button & 8 to open the Edit Fault Code screen.

E |

=

| DELET

* Click on the on the DELETE button to delete the fault code and return to the Fault

Code Selection screen.

10.1 Administering Divisions

Web Work allows you to setup data divisions to segregate information between different divisions within your
organization. Data divisions are setup in a hierarchal fashion with information being available to those in the
same division or divisions higher.

To setup data divisions:

e Click on the ADMIN button m on the left

hand side of the screen to access the Admin module. RESOURCES
wWork Order Status Codes
« Click onthe @ RESOuURSES meny at the top of the Admin Set Up GLiAcet Codes

Screen to display the drop down menu. <1ai LD e IVEsot

Administer Divisions
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* Select Administer Divisions from the drop down menu.

The Division Selection screen similar to the screen pictured below will open:

A Divwision Selection - Microsofl Internel Explorer EFEE
rF.Y

Select a divisinm

TN N
[ Corporsim

Fat [y =g ]

(e Ll [T

(el | icnc mla™ 311

o L] oralion 21

.':_': il Cantrsl Ragien

,: 121 lacuticn &1

) 1232 Foadion &1

i3 Seoidtes R o

{7y na Pl b

.": LF- ¥4 lacalen 51

.": 133 loouticn 52

"} CHARLES DFFE Crarl mm 0§ - Blschrn ool

i CHP [t AR Y

'T.- L=n i | CHF R o 1

"...: CHE. Ragion 1 Lagah oh 1

.::: CHPE.1.2 Ragion 1 L=csltion 2

o CHP.2 CHF Ragion 2 w

e Click on the NEW button i to add a division.

@ If you try to enter a division higher than the division you are assigned to the following message
box will appear:

Microzoft Internet Explorer E=

/ (Y %’matﬁemptad ’a_dd.a:ltn:aﬁoﬁ'fn-'a'dﬁ%iﬂf‘fﬂ;ﬂ'i.aﬁfghﬂ-'-ﬂﬂaﬁyﬂmomé Please
2y reenter the division
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Enter a Division number.

Enter a description for the division.

Click on the SAVE button 4 | to save the new division.

You can continue these steps until you have setup all the desired divisions of your company,

10.1.1. Editing Data Divisions

To edit data divisions:

&

Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

Click on the @ RESBOUREES meny and select Administer Divisions from the drop down menu.

Click on the radio button beside the applicable division and click on the EDIT button =
to open the following screen:

T8 ol =
Daxcriphion S velng
Faranl ¥

Updefs FPeranl

Update the information for this division.

Click on the check box [ beside Update Parent to update the parent division.

Click on the SAVE button | t0 save the changes to the division.

If you set up data divisions for your company, access to information in the Web Work system will be
setup according to the data division assigned to each user through their labour record.
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Example Tree Structure Setup for Data Divisions:

Division O

Two Layer Example

Div 1
Div 1.1
Div 1.2
Div 1.3
Div 2
Div 2.1
Div 2.1.A
Div 2.1.B
Div 2.1.C
. Div 2.2
Div 2.2.A
Div 2.2.B
Div 2.2.C

Div 2.3

J

Three Layer Example

In the example above those persons in data division 1 would have access to
their information and any below it and on the same branch of the tree structure.
Persons in data division 2 would have access to their division and divisions
below it on the same branch.
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11.1 Field Labels

The Field Labels feature allows you to customize Web Work Field Labels to suit your organization’s needs.

To edit field labels:

e Click on the ADMIN button m on the left hand TOOLS

. . Report Sdmi
side of the screen to access the Admin module. Liiﬂz i

« Click on the @ T==L® menu and select Field Labels from the
drop down menu to open the Field Labels screen. Equipment Renumber ! l

«  Click on the down arrow beside the Select Table ==t TaklE: field to select a work
order table.

A screen similar to the one shown below will open:

a I e fees e Bcor, comnd danind FldLahil, s - Bigrssoll Intsonel Explorer r__'r;l E
Conla Lo Conbat ol
[== ] L milicnn ot Exfrm Contmcd 1
[ L ] Lociban Conbact 2 Eetrs Conladd 2
oriacil Locmiion Conbsct 3 Fira Conincd 7
caia Loy ot 4 Extirg Conladi 4
g ] Loz iz it Edra Contsc 5
[ e ] Loy miend Conibad & Edira Conla 8
Coniaiare Conin] hlares Coniwct s
Crfoctun L CH At LH ASttanl
Ciwvimion [ Civimion [l D sion
Lrfccoun L LA Accoant L Scoound
Linriadenn Lo Cuhe Loszasdion
Localerllaac L mlian Carpcriphen Dwcreripdiori
b T Lopciinn Twpes T
Parenilazc FParenl Loc Dexc = oy - ]
PareniiD Pareni Lacshan Pareni
Pricags Locmban oty Proets
= TH] LoCbn S B =L T
VilmrrmniyTmls Lo mlicnr; VSmarrmnty Limrrmnly Dists

e Click on the any of the Field Labels to open the Edit Field Label screen.
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* Enter a new Field Label Name

«  Click in the checkbox [ if you wish to change all fields that have the same name as the original
field.

A http:/ftest.webcmms.com/Admin/editla... |;||E|®

Field Matne EquipmentDesc
Equipment Description

Field Lakel |Ec:|uip Desc

Apply to al ]

Save | | Cancel

» Click on the SAVE button to save the field label or the CANCEL button to cancel this operation.

. l .
* Click on nEE to close the Field Label screen.

12.1 Equipment Renumbering

The Equipment Renumbering feature is a utility, which allows you to change a current equipment code to a
new code.

To change an equipment code:

e Click on the ADMIN button m on the left hand side of the screen to access the

Admin module.

_ _ TOOLS
« Click on the @ T==%% menu and select Equipment Renumber Feport 2dmin
from the drop down menu to open the Field Labels screen. Links .....
Field Labels
guipment Renumber
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A screen similar to the one shown below will open.

22 Equipment Renumber - Microsoft Intern... |:||E|E|

Equipment Renumber

Thiz wtility will REMUMBERIRECODE & piece of existing equipment to
a newy code.

DO HOT confuzse this with Equipment Duplicating - this function will
CHAMGE the code for a piece of equipment, changing tables:
Equipment, Specifications, EquipComp, MeterRead, ECHistary,
lzzueTrans, Warkarder, Procedures, Phiz, Links .

Current Equipment Cade: | 001a1020H - Overhead w |

Mesy Equipment Code: | |

«  Click on the down arrow ' beside the Current Equipment Code field to select the equipment you
wish you change the code for.

» Enter a New Equipment Code.
» Click on the UPDATE button to update the equipment code.

A screen similar to the one shown below will open:

B Equsigaseinl Rosumbor - Weoopssrt hyiei e Ephane

Equigirein el

Fipapaiind Epn i v o1 PO el sl Cralk s el LA DO BT

B
=
g
P

Larveat Fl e
i
iy b Dol
g Tl
]
e Tusl
Squor_oarg Tabls
sy Fawd Niades
ECi Miniary Tabis
s Tiwnn Tasks
s (o Tl
e T ]
A1 lrmim
Lirdeds Tl
[l’.«m ]

EEEE R R

» Click on the CONTINUE button. This will close the current screen and return you to the main Admin
module.
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13.1 Admin — Reports

To access Admin Reports:

* Click on the ADMIN button on the left hand side of the screen to access the
Admin module.

TOOLS
*  Click on the @ T==L= menu and select Report Admin from the .
drop down menu. Links ...
Field Labels
Equipment Renumber

A screen similar to the one pictured below will open:

2 Report Select Window - Microsoft Internet Explorer Z E'E'

STANDARD CusToOM

Admin Repart Wiiter
Equipment

Inventory

Lakbour

Location

P

Procedures

Purchasing

Wiarkorder

Printing Motes

When printing reports ensure that the printer settings are specified to suitthe report and the target

printer.

Click on any of the Reports listed under Standard or Custom, to open them.

The Reports section of the Admin module is exactly the same as the Reports module. For more
DF information on Reports see the reports module section of this module.
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14.1 Links
e Click on the ADMIN button on the left hand side TOOLS
of the screen to access the Admin module. Feport Admin
«  Click on the @ T==L® menu and select Links from the drop down ,
Field Labelz
menu. )
Equipment Renumber

A screen similar to the one shown below will open:

2N Links arsp - Microsall Infermet Explorer ElE.El

Uraata/Ed i Links - Links opan in 2 new win dowe

-:1:| TN SEn (e g T ]
(] hardochem 11 Wi orpoft
-\.F:' Pk el oy el Pl O
L ]
¢ oxhs gore Deoupslioral Swisly 3 HeasHs
L

] i b mai o

You can only view links, which have been setup to be accessible from this module or from all
@ modules. Links set up in other modules with the accessibility set as only within that module will
not be shown.

For information on creating New links see the Links section of this manual.
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